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RECORD WILL CONTINUE TO ACCUMULATE. 
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* what is t?ie 'function 'of t he  Office 'id 't;iiich ' t h i s  record s&es- 'is created? 
The Division of Mental Health administers t he  mental heal th ,  mental re tardat ion,  and other 
developmental d i s a b i l i t i e s ,  drug abuse, alcoholism, and t ra ining and research programs. 
Diviqion i s  a l so  concerned with cormunity mental heal th ,  and the administration of the State 
mental hospi ta l s ,  r ehab i l i t a t ion  and retardat ion centers.  

This 
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Developmental Services Seccion has the responsibi l i ty  fo r  providing program guidance and 
d i rec t ion  t o  a l l  mental re tardat ion programs i n  the  S ta te ;  
mental D i sab i l i t i e s  Federal Grant Program i n  the State. 

The Central Registry Office serves as a central r e f e r r a l  point t o  t rack a l l  developmentally 
disabled persons who apply f o r  services  through the Division of Mental Health. 

and t o  administer the Develop- 
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1 1 ; T h i i m  numbers and t i t l e s ,  if any, 

Documents r e l a t ing  t o  requests fo r  a l l  s e r v i c e s ~  and. treatment fo r  .indi*Jiduals who apply 
f o r  services f o r  re ta rda t ion  d i s a b i l i t i e s  i n  the State. '  

Included, but not limited to ,  are:Fprior t o  January, 1974, forms MA 1.24 (Application for  
Services f o r  Mentally-Retarded Xndividuals) ; l& 1.19 (Placement on Waiting L i s t  Lfor 
admbsion t o  hospi ta l / ) ;  DMH 20 (Removal from t h e  Waiting L i s t ) ;  CSH-323 (Physical Examina- 
t ion):  'unnumbered forms giving permission of -parents  t o  re lease in.formation .regarding , ~ 

pat$ent to  community agencies which w i l l  give services  t o  the chi ld;  nar ra t ive  of patient;= 
~ -behavior,management problems, and general '  information, response t o  request fo r  evaluation; 

m- out-patiekt evaluation; re&nmendation t o  Hospital Admissions Office; Reviews of Waiting 
b o s p i t a g  L i s t ;  from i n s t i t u t i o n  t o  Central Registrg Office;  information a s  t o  s t a tus  of 
patient.' Also, repor t s  of w t - p a t i e n t  evaluation; general information, family h is tory  and 
s t a tus ,  personal his tory of out-patient,  medical his tory,  sumnary of recommendations; 

. .  
z~ and f i l e  arrangement). 
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I ATTACH OF TRE pIm (continued on attached sheet)  
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a1 a r o i e c t s ~ s u c h  ._ 300-to as s t a t i s t i c a f  400 on oc asion re- 
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13. Is  t h i s  t h e  Record Copy.of t h e  series? 

1 4 .  Is there a dup l i ca t ion  o f  t h i s  series i n  another  o f f i c e  o r  agency? 

15 .  Is the  information contained i n  t h i s  series ever suqmarized o r  publ ished? 

F 
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Attach copy of  summary o r  p u b l i c a t i o n .  '3 ::'22 ~ 2 : ~ )  
16.  Does t h e  series contain c1ass i f ied '~ infbrmat - l~~ r e q u i r i n g  , .  s e c u r i t y  .. hana l ing?~  , i  
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Sect ion  88-502.10 Georgia Health Code' __ ' ~ , .. 
17. Does t h e  series i n i t i a t e ,  amend o r  t e rmina te  agency p o l  

18. Could t h e  func t ion  be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is the  series ( o r  major po r t ion  o f  i t )  r e g u l a r l y  microfilmed? I f  yes, why? 

es and proced+i? - '  '-.[ 3 ' jxl .. . , ,  - .  I 
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20. Does t h e  record  s e r i e s  provide data as i n p u t  t o  an EDP f i l e ?  .' [ X I  -[ 1 

w i t h  g r e a t  d i f f i c u l t y  

Informa4on i d e n t i f y i n g  behaviora l  and medical d i agnos i s  
21; y e s  tge %cord s e r i e s  contain documentation produced as EDP p r i n t o u t ?  - = p " i x l  [ 1 

Or active - a t a t i s t i c a l  information os t o  behavorial prob~lens and aata - 
~~~ 

.~ 
22. Has t h e  Federal  Govepment i s sued  i f i ~ t r u c u o f r s  gb?ernlng'the r e t en t ion /d i spo- .  .. [ 1 

23. W i l ?  tGereit!Je-'d need"?or these  reGords 10,  15  yea r s  f d m  now? If- 'yes , .%hat?  
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24. REQUIREMENTS. The following r equ i r e s - the  f i l e s  t o  be kept 35 _ _  years : 



Georgia Department of Human Resources 
Division of Mental Health 
Central Registry Office 
Developmental Services Section 
1260 Br i a rc l i f f  Road, N. E. 
Atlanta,  Georgia 30306 

11. (continued) 
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evaluation Team Summary, and recommendat--ms; and c l i n i c a l  re -  
cords. 

Since January, 1974, the  Central  Registry Office maintains only 
a skeleton f i l e ,  which includes Application for  Services for  
Mentally Retarded Individuals (MA 1.24), code sheets  and 
periodic s t a f f ing  summaries. 
of the  I n s t i t u t i o n  f i l e s .  

A l l  o ther  information i s  a par t  

25. (continued) 

Central R e v i s t r y  Office 

Upon no t i f i ca t ion  tha t  individual has died o r  i s  no longer 
e l i g i b l e  fo r  services i n  Georgia, place a l l  papers i n  the 
inac t ive  f i l e ;  then, cut  off inact ive f i l e  a t  the  end of 
each calendar year, hold i n  current f i l e s  area 2 years; then 
t ransfer  t o  the S ta te  &cords Center, hold 33 years, then 
destroy. 

In s t i t u t ions  

When individual d i e s  or  becomes ine l ig ib l e  fo r  services i n  
Georgia, combine a l l  records, including the pa t ien t ' s  
medical records and the Community Resource Unit records and 
place i n  the inact ive f i l e .  (Where appropriate,  no t i fy  i: 
Developmental Services Section - Central  Registry Office 
innnediately, giving date  and reason for  death or  da te  and 
reason for  inact ive s t a tus ) ;  then, cut  of f  inac t ive  f i l e  
a t  t h e  end of each calendar year, hold i n  current f i l e s  
area 2 years; t ransfer  t o  loca l  holding area,  hold 5 years;  
then t ransfer  t o  the S ta te  Records Center, hold 28 years; 
then destroy. 

Pr intout  - updated monthly. Destroy when no longer needed fo r  
reference. 
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urnan, Resources 
Dtccmbor 5 ,  1974 

TO : State Records Committee 

THROUGH: Mr. John Dunn 
State Records Management Officer 

FROM: Elizabeth Crank i t  
DHR Records Management Unit 

SUBJECT: Mental Retardation (Developmental Disability) 
Medical Record Files 

Application for Records Disposition Standard 

Explanation of reason.for two sets of records: 

The Central Registry Office serves as a c ntral referr 1 
point to track-all developmentally disabled persons who 
apply for services through the Division of Mental Health. 
Prior to January, 1974, these papers include matters of a 
social nature such as the status of the family, the well- 
being of the individual, psychological reports, and clinical 
records. Since January, 1974, this office maintains a very 
small file which included 'Application for Services, code 
sheets and periodic staffing summaries. 

The Institution records for the individual, prior to January, 
1974, contain medical information such as application for 
treatment, consent and.release forms and reports from hospi- 
tals, physicians, cx-ray reports, laboratory reports, etc. 
Beginning January'.l, 1974, all information for active records 
was combined, becoming a part of the institution files, except 
the small portion maintained in the Central Registry Office. 
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